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This Job Aid shows how to: 

 Access Purchase Orders (POs) 

 Access Change Orders  

Of Special Note:  
Purchase orders and change order are sent to Vendor through COMMBUYS. These documents require review and 

fulfilment, based on the buyer’s request. 

  

PO Types: 

− Sent to Vendor: PO awarded and sent to the Vendor 

− Partial Receipt: A portion of the ordered goods/services are received by Buyer 

− Complete Receipt: All of the ordered goods/services are received 

− Closed: A Purchase Order that is fully received and Final Paid by agency user 

 

Screenshot Directions 

 

1. Launch the COMMBUYS website by 
entering the URL 
https://www.commbuys.com/bso/ into the 
Browser. 
 
Login using your Login ID and password 
 
 

 

https://www.commbuys.com/bso/
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Screenshot Directions 

  

2. This image displays the home page of a 
Seller.  

 

3. One option to find a purchase order is to 
hover your mouse over the POs tab on the 
navigation bar. 
 
Select Sent to Vendor.  

 

4. This Purchase Order screen allows you to 
find all the documents sent to you by the 
Commonwealth. 

 

5. Select the tab(s) which display numbers in 
parentheses (), this indicates how many 
purchase orders fall in this category.  
 
For this example, we have selected Open 
Blanket, which is a onetime purchase order 
sent to you from a buyer. 
 
Click the hyperlinked Purchase Order # of the 
PO you wish to open to view the details. 
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Screenshot Directions 

 

6.  Another way to find a PO is to select the 
PO tab on your control center. 
 
This will display all Purchase Orders / 
Change Orders for the Vendor, all Un 
Acknowledged as well as purchase orders 
already sent (acknowledged) by the Vendor 
may exist.  
 
The top section, Purchase Orders / Change 
Orders displays all POs your organization has 
been awarded by Commonwealth buyers. 
 
*If you elect to receive notification of purchase 
orders by paper mail, the numbers in the 
Purchase Orders (un-acknowledged) and 
Purchase Orders (sent) screen will 
correspond to a paper copy of a purchase 
order you have received by mail. 
  
Note: This is not an additional purchase order 
to be filled, merely the electronic version of 
the paper purchase order that was mailed to 
you. 

 

7. Displayed are the Un-Acknowledged POs, 
which require acknowledgement and review.   
 
Click the hyperlinked Purchase Order # of 
the PO you wish to open to view the details. 
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Screenshot Directions 

 

8. Receipt of the purchase order must be 
acknowledged before viewing the details. To 
acknowledge the purchase order: 
 

 Check the box marked “I’m 
acknowledging receipt of this purchase 
order”.  If you are not acknowledging 
receipt, leave the box unchecked. 

 Check the box marked “Notify requestor 
of receipt of the order” if you want an 
email to be sent to the document 
requestor. If you do not want to send the 
notification, leave the box unchecked. 

 
Click Proceed to view the purchase order. 

 

9. The Summary Tab displays all relevant 
information for the Purchase Order; it is the 
overall view for a Vendor to place a correct 
order within their internal system.  
  
The PO will be displayed with the number 
prominently displayed in the upper left hand 
corner of the document. 
 
This purchase order detail page shows the 
customer’s billing and shipping information, as 
well as a list of the products they ordered. 
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Screenshot Directions 

 

10. When a PO is changed, notification is in 
the form of a Change Order. 
 
Change order notifications are sent to the 
primary email address associated with the 
organization’s profile but not to individual 
users in your organization.   
 
Change Orders are found under the document 
tab for which they apply. In this example the 
change order falls under the PO tab, because 
the change order was created on a PO sent to 
the organization. 

 

11. Access Change Orders exactly the same 
way as the PO.  They are visible on the PO 
document in the Change Orders section.  
 
Click the hyperlinked Purchase Order # of the 
change order to open and view the change. 
 

 

12. A disclaimer message will appear. 
 
Click Continue to move to the approval page.  

 

13. In this circumstance, the buyer requested 
the Vendor approve the change order.  The 
approve radio button will be selected as a 
default. 
 
Click Save & Continue to approve or 
disapprove the change order request. 
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Screenshot Directions 

 

14.  A popup message will display to confirm, 
you are approving the change order. 

 

15. After the buyer applies the change order, 
the change order will appear as a purchase 
order.  
 
Click the Purchase Order # to open the PO. 

 

16. In order to process the purchase order or 
change order, you must again Acknowledge 
the receipt of the PO/change order. 
 
Check the first box, and click Proceed to 
acknowledge.  
 
To acknowledge the purchase order / change 
order, check both boxes and click Proceed. 
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Screenshot Directions 

 

17. The PO will open to the Summary tab. 
 
Review all information on the Purchase Order. 
 
In this example the PO is a Master Blanket 
Purchase Order, which is a contract. 

 


